Creating a Procedure Flowchart

Requestor submits report
request.

Does your
Departmental or
Personal Library
contain a similar
report?

Similar report in

No
’ Common Library?

Yes Yes

! !

Do other users
have a similar
report?

Yes

!

Edit, run and print
report (see Common
Library Flowchart).

(Page 2) Check for accuracy.

|

Ask MIRS Consultant
to transfer report
commands or request
a paper copy of
commands from
report writer.

Give to requestor.
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Creating a Procedure Flowchart

Determine what data is needed and which file(s) will be used.

v

Refer to Report Writing Summary handout and create a rough draft of report.

v

LOGON TO MIRS

A\ 4

FOCEXEC PROCESSING PANEL

Press F3 to return to

Key E to edit

Need to modify a report?
Yes

report or key C to
copy report, then
modify report.

FOCEXEC
PROCESSING PANEL.
Press F9 (Refresh) if

you ‘C’ copied a
report.

Need to create a report?

Yes

Execute the report (X) and handout).

Press F2 (Create) and
enter the name of
the procedure (refer
to the Recommended
Naming Conventions

@
Key in commands.

Include a RECORDLIMIT
and —INCLUDE SETCOND.
Return to FOCEXEC
PROCESSING PANEL (F3).
Press F9 (Refresh).

press the ENTER key when
asterisks (***) appear.

No

Does an error message
appear on the screen?

Note the line and reason for the error message.

v

Press ENTER until you return to FOCEXEC

PROCESING PANEL.

Key E left of the procedure to be corrected. Press ENTER.

Is data/format correct?

No

Press ENTER until you return to FOCEXEC
PROCESSING PANEL.

v

Key E left of the procedure name and Press
ENTER.

v

Delete (D) the line with the RECORDLIMIT and
return to FOCEXEC PROCESSING PANEL (F3).

v

Key Corrections. Return to FOCEXEC
PROCESSING PANEL (F3).
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OPTIONAL STEP
Press F6. #5 to select a new default printer.

!

Key an S left of the procedure name

and press ENTER to submit to batch. —

(“Job Finished” message will display

and report will automatically print). (Page 1)
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